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, - $ Q j E S 1 \ FOR RECORDS RETENTION\J>cQf)[)l£ 
be Submitted to the Records Manage jnt Division 

Hall of Records Commission 

SCHEDULE"!" 
NO. £»-il8 
PAGE 
NO. 1. 

U. Requesting Agency 

SOBBRSBI COUWl'I 
2. Division or Bureau of Requesting Agency 

BOARD OF COUHTT GOWIISSIOHERS 
.3. Authorization Requested (Check only one of the squares below) 

•
' Dispose of present accumulation. No 

additional accumulation j is ant ic i - . 
pated. Records hove ceased to have volue 
to warrant retention. *'\ • 

B 

ffl 
Establish retention schedule for re­
cords for which there is a continuing 

accumulation. The records will cease to 
have value to warrant their retention after 

i the period of time indicated: 1 

•
Microfilm and destroy originals. 
Originals if not microfilmed would be 

retained for the period of time indicated. 

4 . 
Item 
No.' 

;J \ . 5. Description of Records 
Describe records accurately. Include title, form number, size of documents; 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet)'., Show recommended retention period. , 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

1. 

2. 

CASH RECEIPTS AMD BlSBtRSBMSigS J0U8KAL 
SLaes lit" x 18" x 1" - <• 
Dsttess 1928 - -
Quantity: 6 voluaes 
Pile Arrangesaant: Chronological 
Audits Annoal cotside audit and State atdlt 

The Journal is * record of the daily cash receipt* and disburseraants shotting Toucher and chock rashers* tha dates, aaocnta and nature of the paynsot receipt, TMa record Is posted to the General Ledgers * permanent book of entry. 
BSCOMMESDATKSli RET AIR FOR FIVE TEARS OR WOIh AUDITS), 

' UHXG3SVE8 XS LATER, AND THES D3STR0T. 

• i , • , , - <r . - • . 
^ Dates: 1#0 - - -

Quantity*' Ifl voltages, 3 file drawrs 
v File Arrengeaeatt Chronological 
Audita Anneal oatside eodit and State audit 

ccaposed of tha following Iteas used as supporting 
data to the peraaaattt book of entry, the General Ledgari 

ency, Division or Bureau Representative 

Schedbie^Authorized as Indicated in Cbl. 6 by Hall of 
Records Coftnnission. 

Disposal Authorized as Indicated in Col. 6 by Board of 
Public Works. 

Date Secretary 
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SCHEDULE 
NO. 

PAGE 
NO. 

gLJ18 
2. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. ' 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

RHCCKHSnXfiTlOHi RSTAIW TOR THREE TEARS OR UNTIL AUDITED, 
WHCHBVER 18 LATER- AND THEN DESTROY. 

Vouchers) ,, 
Reconciliation sheets 

3. GENERAL CORRESPONDENCE 

• • Quantity* 8 file drawers J ' - 1 . - - - 7 ; : > - : ' :' 
. FiLs Arrangeraanti By subject '.. . 'r. • • " j \ 

ft&s file contains general correspondence with State and local agen­
cies, private individuals and fires, relating to the functions and 
activities of the Board of County Cosraissionsrs. 

BSCOHtt&DATIiOHs RETAIN FOR FITS YEARS AND THB8 DESTROY. 
U. iMBBfOAttB BOOM : 

Slset 12« x 2B» x 3» 
Datesi l8n-l°l$ 

. . Qusntltyr U volumes 
File Arrangementi Chronological 
Annual Accumulations TrineQTttlnasd 
Index* Thanh Index *oMortgage* 

This la a record of mortgagee* and mortgagors shotting the data and 
amount of the mortgnga, the credits, the net amount on vhloh taxes 
wars colled ted* the rate cf lnteraat, the date of payment of taxes 
and the data of release of the anggaga. The original mortgages and 
releases are recorded la the permanent Zand Records In the office 
of the Clerk of the Circuit Court. 

BSXSfilBSDATIQIt DESTROY ACCUHOLATIOR. 
IHCRBASB ASP DECREASE IN A3SB33HB»T WOTICRS 

Siae* 12» x 8» x V 
Dates* 1920 -(incomplete) 
Quantity t 61 Toluaes 
File Arrangements Chronologieal 
Disposable Amount* 8 cubic feet v 
Audit) Annual outside audit and State audit 

Far each increase or decrease In assessments the Board of County 
Commissioners prepares a notice in triplicate distributed aa follows 
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SCHEDULE A A G NO. £p_118 
PAGE 
NO. . 3 > 

No. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

• 

• 

1. Retained by the Board for correction of the Assessment ,' Books* 
2* to the Treasurer for Correction of the Tax Roll Books. 

... — 3 . To the Suparrisor of Assessments for correction of his 
v records* "[ '/ 

The serialised notice shows the name and address of the taxpayer* 
the district number$ the levy year, the amounts assessed for land and buildings or for personal property, and the reason for the 
change in the assessment* After the Increase or decrease has been 
recorded In the Assessment and Tax Roll Books a notation of the 
recording is made on each notice. 

RECOMMENDATION t RETAIN FOR THREE TEARS OR BfiTIt AUDITED, 
. WHICHEVER IS LATER, AND THEN DESTROY. 
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